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Program Information 

• Covers the cost of Tuition/Fees of up to 40%

• Award based on a formula calculation which 
factors:

• Total Income

• Other Aid 

• Tuition/Fees for the campus 

• Allows a family with income and assets up to 
$171,000

• Award is not need-based, but the award amount 
takes into account certain need-based aid
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Application Information

• Student must file a FAFSA or CADAA by the 
March 2nd deadline 

• No GPA is required

• An enrollment record must be submitted for each 
student by the campus to be considered for the 
award

• Awarded to students attending a UC or CSU 
campus; with the exception of the CC Bacc-MCS 
program.
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Enrollment Records

2018-19 Academic Year

 Timeline: July 1, 2018 - June 30, 2019

 Able to add manually or through file upload 
process

 Files are processed weekly
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Student Enrollment Screen
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Student Enrollment Screen

• Allows users to view the student’s enrollment 
information uploaded by the campus.

• You must select the Academic Year and enter 
SSN for the search criteria.

• There are 3 Enrollment Statuses:
• Blank = Student rejected from the Enrollment file, is not 

awarded or is not on the roster

• Pending = Not processed through the award cycle.

o The record does not match CSAC’s data or 

o Another campus uploaded an enrollment record for the 
student

• Found in Roster = Student is on campus’ roster
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Awarding Process

 3 statuses
 Awarded
 Financially Ineligible
 Withdrawn (occurs after a student is awarded and on a 

roster)

 Student Not Found
 Rejected Records: Review the MCS Enrollment Process 

Eligibility Summary Report (must search under the week 
of submission)

 Pended Records: Student’s award rejected due to 
mismatched data between the enrollment record and 
CSAC’s data

 An enrollment record was not submitted
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Student Award Summary Screen
Awarded
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MCS Roster

• Upper Left:  Student demographics

• Upper Right: Annual data

• Bottom: Provides term information

If a student is Financially Ineligible or Withdrawn and the 
student needs to be placed back on the roster, a new 

enrollment record must be submitted.
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Annual Level Changes

An Annual Level changes affect the student’s entire academic year 
and award. The change may recalculate the entire year based on 
what was applied.

• Updating the Total Income, Federal Aid, Institutional Aid, State Aid 
and Add TCP/5th Year will recalculate the student’s award. The 
update is made by selecting the Correction radio button. 

• Updating the ISIR Txn # and Educational Level will not recalculate 
the award.

• Selecting an Eligibility Change of Post Bacc, SAP, Not Enrolled, 
Over Asset Ceiling or Other will withdraw the student from the 
Roster, unless a payment greater than $0 exists.
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Annual Level Change 

There are various options the campuses can select from the “Eligibility Change” 
field, this is the starting point for making updates to the annual section:
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Annual Level Changes

Selecting “Eligibility” from the Eligibility Change field allows for 
changes to be made at the annual level to the following fields: 

Total Income, Federal Aid, Institutional Aid, State Aid, ISIR Tran #
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Term Level Changes

A Term Level Change is applied when only the term is being 
adjusted. 

• A term can have the following amounts updated: Tuition/Fees, 
Federal Aid, Institutional Aid and State Aid. Any changes to the 
term will only recalculate the term, not the annual award.

• A term can also have an ineligible status applied of Post Bacc, SAP 
or Other. An ineligible status will not recalculate the term but it will 
zero out the Term Award Amount and apply a $0 payment to the 
term. 

NOTE: If the campus tries to apply an ineligible status to a term and a regular payment to the same 
student, the transactions will reject. Even though the “Payment” radio button is used to apply the 
ineligible status; the system considers it an adjustment since it is selected from the “Adj. Reason Code’” 
field. Only one type of transaction is allowed. 
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Term Level Correction

The Adj. Reason Code field allows for two options when making 
changes to the term, “Eligibility” and “Fees”:
• Eligibility is used when making changes to the other aid amounts: Federal Aid, 

Institutional Aid and State Aid 

• Fees is used when making changes to the Tuition/Fees amount
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Term Level Adjustment

The Payment transaction type allows the user to apply an adjustment option 
of ineligible term status or Refund/Adjusted payment to the term:

• Post Bacc, SAP and Other are ineligible statuses. This will zero out the term award 
and apply a $0 payment.  

• Refund/Adjusted Payment is used to post a payment less than the term award.
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Reporting Payments

The transaction to use depends on what amount the campus 
wants to apply:

• Full Term Award amount use: “FT-(Pay)” or “HT-(Pay)”.

• A $0 payment use: “Less Than HT – (Do Not Pay)”, “Not 
Enrolled” or “Refund/Adjusted Payment”.
• If the term award amount is $0, then you are not required to 

report a payment for the term, it can be bypassed

• If the campus wants to apply a payment that is more than 
$0 but less than the Term Award Amount, they can use the 
“Refund/Adjusted Payment”.



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Payments
Enrollment Status Field
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Refund/Adjusted Payment

Allows for the user to apply a payment that is less than the 
Term Award Amount, but keeps the award for the term. 

Select the Payment radio button:

• At the term level, select “Refund/Adjusted Payment” from 
the Adj. Reason Code field

• The user can enter in any amount between $0 and up to the 
Term Award Amount in the Amount Paid/Verified field

NOTE: If the user will be applying the full term award amount, 
then the campus should use the “FT” or “HT” Enrollment 
Status to pay the term.
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Refund/Adjusted Payment
Adj. Reason Code Field
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Student Payment History Screen
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Payment Types & Eligibility Usage

Enrollment Status Field: Amount Paid/Verified Field: 
(Payment Amount)

Eligibility Used for the 
Term:

FT – (Pay) Must equal the Term Award Amount. 
Will automatically populate with the 
amount.

Semester = 50.00%
Quarter = 33.33%

Less Than HT – (Do Not Pay) Will automatically apply a $0 payment Semester = 0.00%
Quarter = 0.00%

Not Enrolled Will automatically apply a $0 payment Semester = 0.00%
Quarter = 0.00%

HT – (Pay) Must equal the Term Award Amount. 
Will automatically populate with the 
amount.

NOTE: Campus should reduce the T/F 
prior to applying the payment. If not, 
the student will get paid at the full term 
award amount and will only use half of 
the eligibility for the term. 

Semester = 25.00%
Quarter = 16.66%

Adj. Reason Code Field:
Refund/Adjusted Payment Payment applied can be less than the 

Term Award Amount including $0 
payment.

Semester = 50.00%
Quarter = 33.33%
$0 Payment = 0.00%
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Withdrawing a Student 

At the Annual Level, selecting Post Bacc, SAP, Not Enrolled, Over Asset Ceiling 
or Other will withdraw the student from the roster.

If payments exist, the transaction will reject. Campuses must remove the 
payments prior to withdrawing the student. Payment(s) can be removed by 
one of the following options:  

• Applying a $0 payment of Less Than HT, Not Enrolled or using the Refund/Adjusted 
adj. reason code. These transactions override the previous payment in place but will 
still hold the Term Award Amount.

• Applying an ineligible status of Post Bacc, SAP or Other. The transaction will reverse 
out the payment, zero out the Term Award Amount and adjust the overall campus 
balance.  

If the student was withdrawn in error, an enrollment record needs to be submitted for the student in 
order to go through the award process to get back on the roster.  
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Recertify Payments

What causes the recertify?

• A correction was applied at the annual or term 
level to a record that has payments. 

• Changes to the income, other aid and T/F causes 
the award to recalculate. 

• The new award alters the current payment in 
place due to the revised award amount. 
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Recertify Payments

The campus needs to go in and apply the new payment 
amount. The new amount can be higher or lower than the 
previous award amount or even zero.
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Recertify Payments

There are two options available to recertify a payment in both 
the manual and upload process. 

Option 1:

• Use the Enrollment Status field: “FT – (Pay)” or “HT – (Pay)” 

• The Amount/Paid Verified field will automatically populate with the new 
Term Award Amount

Option 2:

• Use the Adj. Reason Code field: “Refund/Adjusted Payment” 

• Enter the new payment amount in the Amount/Paid Verified field. The 

amount entered should be less than the Term Award Amount or $0. 
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Recertify Payments

• You cannot recertify a payment and attempt to apply a 
regular payment in one transaction for the same student. 

• The recertify payment must be completed first and applied 
before applying a regular payment. 

i.e. A student’s Fall term is in a “Recertify Payment” status 
and the school also wants to pay the Spring term. The Fall 
term must be recertified first and allow it to process. The 
following week, the campus can go in and post the Spring 
payment.
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Recertify Report

Report is provided in CSV or TXT
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Roster – Red Brackets

The red font brackets display the most current information in place for the 
term. This consists of the payment and adjustment types, Tuition/Fees, 
Federal Aid, Institutional Aid and State Aid.    
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Roster – Payment Example



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Roster –
Ineligible Term Example 
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Reconciliation

Tips and Recommendations:

• Reconcile weekly or monthly by utilizing 
reports (payment activity and student 
reconciliation)

• Review recertify payments weekly or 
monthly (use export function from roster 
screen)

• Refer to MCS Guide and Roster Layout for 
specific scenarios
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Disclaimer

All student data provided in the following 
reports are fictitious. Student names, Date Of 

Births and school information has been modified 
to protect all third parties. All material 

presented today is for training purposes only.
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Reports

• Reports are generated on a bi-weekly basis for payments 
and corrections applied during the week (Tuesday and 
Friday).

• Reports are found under the Middle Class Scholarship 
portal menu.  Users select the MCS Data Transfer menu, 
then click on the Report Download link.
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Report Menu

• User enters the search criteria including the Media type. There 
are only two options; Report or Data File. 

• Not all of the outputs are “Report” style. If one media type is 
selected and you receive a message that it’s not found, then 
select the next media type.

• Another reason a report may not be found is if the report did not 
generate for that campus & file type for that month/date.
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Admission File Report

This reports holds the summary information of the Admission files 
uploaded; Total Records, Accepted & Rejected. Generates once a 
year. (Media Type = Data File) 
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Enrollment File Report

This reports contains a list of students who are ineligible or rejected from the 
Enrollment files. (Media Type = Report). The “Report” version displays the full 
description of the ineligible or reject reason. 
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Enrollment File Report

The “Data File” version displays the ineligible or rejected 
codes followed with minimal student data. This version is 
utilized by the campuses to upload into their system. (Media 
Type = Data File)
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Award Rejects Report

The report provides a list of students who rejected during the award 
process due to mismatched data between the enrollment record and 
CSAC’s system. (Media Type = Report) 

Students will continue to appear until their record is fixed.
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Roster File Report

The report provides a list of students currently on the school’s roster 
along with all of their roster information for each student. It holds 
the payments, adjustments, award amount, eligibility, income, other 
aid, etc... (Media Type = Data File) 
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Accept/Reject Report

The report provides a list of the students who had payments or 
corrections applied during the week. The report is broken down into 
3 sections; Exception, Rejected & Accepted. (Media Type = Data File) 

Exception Section:

This occurs when the system cannot define the type of transaction 
being applied. The transaction submitted is either invalid or there is 
no valid transaction for the record in the file. 

The majority of records that appear under this section stem from the 
attempt to:

• Apply a payment and correction to the same student 

• Apply annual and term level corrections to the same student
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Accept/Reject Report

Exception Section:
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Accept/Reject Report

Rejected Section:

The payment or correction was rejected due to an edit in place for the 
transaction. 
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Accept/Reject Report

Accepted Section:

The payment or correction was accepted and applied to the student’s record. 
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Payment Activity Report

The report provides the amount of funds disbursed to the campus, reconciled 
payment transactions & balances with a summary of the Year-to-Date activity. 
It is a cumulative report and displays the weekly activity from the first time a 
payment is applied through the most current information. (Media Type = 
Report)
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MCS-CG Sync Report

The report provides a list of students who went through the MCS/Cal Grant 
data match process. The reports lists the Cal Grant /MCS awards and breaks 
down the “before” and “after” amounts for each student. (Media Type = 
Report)
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Student Reconciliation Report

The report provides a list of students who have reconciled payments to date. 
Only payments greater than $0 will appear on the report. (Media Type = 
Report or Data File)
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MCS Resources

• Payment and Correction 

Guide

• Payment Roster File Record 

Layout

https://www.csac.ca.gov/post/middle-class-scholarship-0

https://www.csac.ca.gov/post/middle-class-scholarship-0
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Institutional Support

Phone: 1 (888) 294-0153
Fax: 1 (916) 464-6499

SchoolSupport@csac.ca.gov

www.csac.ca.gov


